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14JIMOJUMDUM FOa t 


25X1 A 


S0BJECT : aei^yt «f Cttble StttsutmrMi for tlio Toor 1919 


4. Cobloo yrocetiod 

•* Porl*^ tk* eoloador yoar 4919 tlxo Cablo Soerotariat roproducod aad 
dUoomtaatod 235*596 IN cabloa* 51,772 OUT cabloa aad 12.912 TBU f»r a 
total of 200,279 itomo. TWo ia aa ararago of 12400 IN cabloa, 4, 314 OUT 
eablaa aad 1,076 TD*a por xtctmsSh, la additioa. tlia Cable Secretariat 
proeeiaed 10, 6^ work imita ia the category of re^eata for addltioaal 
diaaeaoiaatioa, aetioa chazmea, ^c, , maldiag a total workload of 240, 925 
itema. Thia ia 14,422 or 7% leaa thaa calei^ar year 1958, The Director 
waa furatalied 11, 287 cablea or 39% leaa tJaaa were furaiahed la 1958. 


b. A review of cable traffic for the laat three yeara 1956, 1957 ai«l 
1958 ahowa toat thia ia the firat time ia the laat three yeara that traffic haa 
decreaatd. The reductioa la traffic ia poaeibly due to the Book Diapj^ch 
No. 1052 aet^ to all Chiofa of Statioiia aad Baaea la Jaaaary 1959 in which 
waa regueated th^ the Chiafa of Statioaa aad Baaea review the procedure a 
aad practlcea aad make aay chaagea aaceaaary to eaaure enblc traffic 
he reduced. 
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2. Perawapel 

a. At «» cloee of 1959 the Cable Secretariat had aa oa duty etrex^ of 
agateet a T/0 of n aBd ceiliag of Q Our ceUlag up to July 1959 
t "I ^ Ae^et 1959 we were adviied that our X/O waa reduced to 


wae 

]foir 


I ee- - — ^ ■ MVR veaei * y ww WSS AwalAdl 

T i960 wd to I ^or FT 1961. Qa the baeia of a ceUiag atreagth of I I 

« ^ I — I 


peraowi we are four peraoaa abort. However, we have beea d^Uberato m 
Iheae vacaaciaa becauae traffie waa reduced by 7 % aad we Imve beea 
aaploltlag every meaaa of improviag our procedurea ao that we wlU need the 
miaimum number of people to do our Job. 
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b. &iurtag till! y«*r wt loat 16 9«r«on» « 2 C«bl« Aaaly»t«, 6 Cl«rk 
4 M*tl And ril« Cl«irk»« 2 Oifamt Pxmaa OfMtrAtora, I Cl«rk And 
I SAeMtAry-Steao. Two C*ble Aa»ly«t», 2 MaU and FU« Cl*ykf, 3 CUxU 
^ ttaa«f«rr«d to other compomsts of the Agency. Three 

Secretery-Steno resigned to Uke up housekeeping duties. 

emplcfyxneid end I M«il end yu* Cierk retired on disebUlty retirement. 

^ 1*?^ ^ ’'***' ** '“•* * “®" ptrtent tlum laat y«»r 

•ad geined 12 persons which is the seme es lest year. 


1. 

2, 

3. 

4. 

3. 


JPromotiens re commended • 

Fr«m«dloas denied 
J^itness reports reviewed - 

TrMBsfere end reeignetione rcvieu'ed 
Cereer coneideretione ether then promi^ions 


Secreleriet Cereer Service Pe”tl 

The Cable Secreteriet Cereer Service Penel met 12 ttmec during 1459 for 
the treneection of personnel cereer business involving □person#. Sndivtduel 

drafted for ell pereonael on duty efo months or more. 

A etetieticel summery of Bsnel operations follow; 
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Training Program 

•e training facilities appropriate for our personnel accounted for 

28 Cable ^cretariat personnel having attemled one gt more coursee during the 
year. In addition, 19 persons have completed imernal Cable Secretariat 

courees developed by the Cable Secretariat and as^roved by foe Office 
of Training, Also 18 i^rsons attended 2 Cable Skjcretariftt Seminars for Cable 

on-the-Jobjralnl*^ given to new personnel is not included 
in the above figures. | ] and myself attended 2 courses given by foe 
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I th« court# im "Surveying 

Com Beducticn <^port uattt»a end T ectuiii«|aa» to Ofiflce Oforation" at 


Colgalo UMvertity and 


altaa^ad tiie aamiaart on "JPIanning 


and Adminif taring tha Olfioa Work Simplification Frogram" and "Tha 
idanagamant of Small OUlca Oyarationa" whiea ware held in Haw Itork. 


25X1A 


h, I I t from the Office of Trainiri;* aurvayad our CM>la ’I'ypiat 

ITratolag Fregram. The couraa developed lor tMa progxmm waa eonaidarad 
hyl I to qualify aa c reditable onMha*|eh training under the proviaiogia 

of I I Tha Cable Typiat Training Program ia deaigned 

to provide on*tha»job training to Typiata aaaigned to tha Cable Secretariat. 
We atf aaa %hm need for tlM Cable Typiat to recogniae the need for a high 
alan<tord of typtog accuracy and to aaeiet him in improviag hie tyi^wrlting 
ahUl through the review of proper typewriting techaiquee, to toaproviag 
hie work habita. and buildtog hia eonlldence to hia aklll through perfection 
of that aklll. 

S, PP/l Review of incoming Tragic 


to May l9Sf we were adviced that the review each month of one daya 
ineemtog traffic by a 0PA repreaentative would no longer be neceeeary. 


b. Cenedal (Achlevemente for 1^59) 
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a. The Cable Secretariat propoeal to place totoUigence cablet, toeludli^ 
thoae received to a oneMime |^d eyctem. on a TP form with a cable cover* 
eheet wae adofMced and ia working well. It ia a real factor to expediting the 
How of Intelligence reporta to the totelltgence Community. 25X1 A 


b. 


{Aeelatant CRDOl. 

(Chief. 

Reproduetton. Mail, and Wile} asd 

^Heleaatog OHicerJ 25X1 A 

were each awaroeo f 100. 00 zor tnetr auggestiona oortng 19S9. Their 


eufi^ttlone helped to tocreaee the efficiency the Cable Secretariat. 


c« We atarted preparing cable e containing non*ClA texta to aterile 
fornuit in order that copiea might be paeeed by the action unit to State 
Pepartment or other Agendae aimply by detachtog the first page. 

d« We are about to conclude our participation In the teat to which 
flexowriter tapes containing todelligenee information tep&xtx are air -mailed 
to Headquarters and processed by the Cable Secretariat on a flexowtiter. 
Havtog proven the system to be workable, we will drop out of it in the near 
future when the tape will be routed direct to the area divietoaa for proeeaatog. 
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«, W* laivt Secretariat Maaagemeat aeview Faael 

ffflt wsll m mt way Ia comSACtkAg a comyreliettatve nMWiagemeitt eurvey of 
CaWe Secretariat. The Maaafemeat Eeview Faaei hae met % time# 
im§ reviewed It euggeetioae. ayi^oved 14, dieapproved t and oa a trial haeie 
hae affroved 4. 

f. The evertizne on all hat two ehlfte on week»ende hae heea reduced from 
S hoare to 7 hour#. By reducing the overtime to 7 hour# T^t yeretm we not oiiy 
eave money hat aleo make availahle a little reeerve to meet aaloreaeea emergeaciee. 
It alee eaablee ue to provide without any iaereaee in cost ade«|aate coverage of 

aa Ofleet Freer Operator when IWOQ goee into 24 hour operation. 

g. We completed a etudy oa poeeihle henelite to he obtained from aee of 
^ iMoid Model 914 OiKlee Copier and arc looking forward to obtaining each 
a copter early in calendar year 1940. 
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Cable Secretary 
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